Ground Rules 


March 3, 1997 


• Consensus decision making. 

• Regular weekly meeting regardless of attendance. 

• Start and end on time. 

• Rotate recorder duties each meeting. 

• Everyone actively contributes. 

• Come prepared. 

• No idea is a bad idea. 

• Leave room to make phone calls/ beeps on vibrators 

• Take 10 minutes at the end of each meeting to set agenda for next meeting. 
Coffee/refreshments - 

Others t o consider 
Safe room 

Rewards 
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Responsibilities of Team Facilitator 

• Serves as consultant to team/team members 

• Educates team leader and members 

• Coaches the team for presentations to sponsors /senior management 

• Acts as liaison between sponsors and improvement teams 


• Is directly accountable for the team’s effectiveness 

• Set the agenda, purpose, and outcomes for each meeting 

• Runs team meetings, keeping team members focused and energized 

• Makes sure the team’s work is documented 


Responsibilities of Team-Member 

• Attends meetings regularly and promptly. 

• Contributes knowledge, experience, and expertise to the team 

• Follows ground rules established by team 

• Values the diversity of others’ knowledge and expertise 

• Commits/carries out actions and next steps as appropriate 
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